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This schedule Am e n d s 1209 - items PER 8 and PER 8-1

, OFF DUTY USE LOG

Contains summary of data collected for •'• off-duty
vehicle use reports (MSP Form 49)

OFF-DUTY VEHICLE USE MONTHLY SUMMARY

(MSP 49A) contains monthly summaries of data collected
from off-duty vehicle reports (MSP Form 49).

Retain at installation/div-
ision/unit for one year,
then destroy.

Installation/division/unit
retains non-record copy of
MSP Form 49a for 5 years,
then destroy.
Planning & Research Divisio
retains record copy for 5
years,then destroy. '
Planning & Research Div.
mantains annual agency
summary for 10 years, then
destroy.
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INSTRUCTIONS- - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 350-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

•.^DEPARTMENT /AGENCY

|ryland State Police
2. DIVISION
Agency Records

3. UNIT

DEFINITION-RECORD SERIES-* OROUI* Ol* "SLATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
• REFERENCE *B KBU. A« RETENTION AND DISWaiTION PURPOSES •__

4. RECORD SERIES TITLE

Off-Duty Use Log
5. EARLIEST YEAR/LATEST YEAR

1992 TO

6. RECORD SERIES DESCRIPTION /BR"Kr'l-Y DK8CHIBK THE TYPES Or 1NFORMATI ON /DOCUMENTS/ FORMS FOUND
IN THE SERIES. . INCLUDK THE PURPOSE OH FUNCTION OF THE SERIES J

PER 8 Contains summary of data collected for off-duty vehicle use reports (MSP Form 49)

7. RECORD SERIES FORMAT(S)

fyLETTER SIZE E MICROFILM

a LEGAL SIZE ° COMFUTER TAPE

a BOUND BOOK O FLOPPY DISK

A U D I O TAPE a VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

d ALPHABETICAL

• NUMERICAL

R CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

& FILE DRAWER(S)
D MICROFILM REEL(S]
Q COMPUTER TAPE { S )

N U M B E* • OTHERf SPECIFY)

10. ANNUAL ACCUMULATI ON
& FILE DRAWER(S)
G MICROFILM REEL(S)

NtHUbETt D COMPUTER TAPE( S )
D QTHTBlRPFriFVl

11 . FILE IS USED

O DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

_RT)MBER
D MONTH(S) £ YEAR(S)

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)
Maryland State Police installations/divisions/
units throughout the State.

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OEN'CY OR OFFICE)
n YES )O NO

15. ACCESS RESTRICTIONS • YES B NO

(IF YES, CITE LAW(S) & RBQULATION(S)

16. AUDIT REQUIREMENTS

^ NONE O STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE./ SOFTWARE )

O YES O^ NO

18. RECOMMENDED RETENTION

One Year» then destroy.

kNAME AND TITLE OF PREPARER
"mas L. Vondersmith, Jr.

Forms Control Officer

20. TELEPHONE NUMBER

653-4253

21. DATE

June 4, 1992

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 550-1 )

^^ DEPARTMENT/AGENCY

^^yland State Police

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Agency Records

AGENCY RECORDS INVENTORY

PAGE 2 OF 2

3. UNIT

DEFINITION-RECORD SERIES-* aROUI* O|r **LATED RECORDS NORMALLY PILED AND USED AS A UNIT rOR
• REFERENCE *S WBU. A« RBTCNT1ON ANO DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

i Off-Duty Vehicle Use Monthly Summary

5. EARLIEST YEAR/LATEST YEAR

1992 ro — — _

6. RECORD SERIES DESCRIPTION (BRII"'I-Y DESCRIBE THE TYPES OP" INFORMAT I ON/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE SEFTJES

PER 8-1 (MSP Form 49A) contains monthly summaries of data collected from off-duty
vehicle reports (MSP Form 49).

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

E BOUND BOOK • FLOPPY DISK

^^JJDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

D NUMERICAL

& CHRONOLOGICAL

E GEOGRAPHICAL

d OTHER(SPECIFY)

9. VOLUME

>P FILE DRAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE{S)

N U W B K R a OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

* FILE DRAWER(S)
Q 5 E MICROFILM REEL(S)
NbUbeTt D COMPUTER TAPE( S )

• cm-tFR( sPFri P-V )
II . FILE IS USED

° DAILY a WEEKLY X) MONTHLY

12 • FILE BECOMES INACTIVE AFTER
D MONTH(S) }P YEAR(S]

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

Maryland State Police installations/divisions/
units-""throughjout the State

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECtPY AOENCY OR OPPICE)

a YES ^ NO

15. ACCESS RESTRICTIONS O YES £1 NO
( IP YES, CITE LAW(s) & RBOULATION ( S)

16. AUDIT REQUIREMENTS

Q NONE D STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( | (r Y E B . U Y L A I N
BRIEFLY AND DESCRIBE ANY HARDBARC/BOPTHARE)

Q YES 5 NO

AND TITLE OF PREPAREH
_>mas L. Vondersmith, Jr.
Forms Control Officer

20. TELEPHONE NUMBER

653-4253

18. RECOMMENDED RETENTION
Installation/div./unit - retain
for five (50 years then destroy.

Planning & Research Div. - retain
record copy for five (5) years,
then destroy. P & R Div. also
maintains annjial agency summary
for 10 years, then destroy.

2 1 . DATE

June 4, 1992

D G S 5 S 0 - 4 ( R E V I S E D 2 / 8 7 )


